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An insfitutional self-study, the purpose of which iz to mprove the educahonalf*’;'
effectiveness of the mmtutuon, should include an examnation of the past and precem;‘
in r sources, faculty, students, and programs in terms of stated purposes and: -
objectives. Prior to launching a self-study. the institution should obtain approval for..
the study trom its board of trustees, notfy the appropriate state coordmatmg;’,,\;.:
agency of the beginning date, appoint a steering committee, define the purpose of the .
instifution, establish a deadine for completion of the study, ‘and set dates for
anticipated committee visits. The study itself should include (1) a statement of purpo-e' SRR
in which the role of the institution 1z outlined, (2) a description of the nstitution's © §
organization and administration, (Z) an analysiz of the éducational program (with: -
attention focused on the admissions policy and the curriculum), (4) a survey of : the.:
financial resources (such as sources of income and the budgeting_and accounhng’;:zi'{_‘;
systems), ) a designation of faculty recruitment, appointment, promotion, as signment, o
and evaluation policies, (b) an outline of the lbrary's role. function, and services..(7)-a’. ©.§
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INTRODUCTTILON

In a self-study, the 1nst1tution begins by an examination of the purposes
which it is seeking to accomplish and the educational activities_Which it has
in operation to accomplish them, In‘anqeffective selﬁ;study the institutionknet
'gnly examines its purposes and educational activities, but tries to determine |
what modifications may be needed‘to more effectively serve its peoplé and how

these modificétions may be brought about.

The Manual for Institutional Self-Study was developed by the Department of

Community Colleges, in cooperation with the institutions in the Community College

Syst@m and the Department of Industrial Education at North Carolina State University..

In developing this manual, the Manual gg; the Institutional Self-Studx ggg

Periodic Visitation Programs, Commission on Colleges, Southern Association'§£

' Colleges and Schools, Atlanta, Georgia, 1963 was used extensively.

It is anticipated that a self-study conducted by an institution using this
manual will meet the requirements of other accrediting agencies; however, to annid ‘f
any misunderstanding, contact shoild be made with any accrediting agency by vwhich B

the institution expects to be accredited prior to initiating the study,




MANUAL FOR INSTITUTIONAL SELF-STUDY

?urposerf‘the Manual
This‘manual is to be used as a guide for making institutional«sslfestudios
in industrial education centers, technical institutes, and'community colleges.
:Extension units should be included with the parent institution in the self-study.vt
. ;iThe manual suggests to faculty members and administrators in the institutions the B

| Vfi organization and procedures to be followed and the questions to be considered in

"'59,"the study.

)';,What 1g-an Institutional Self~Study?

An institutional self-study is a method by which the administration and

o _ 'faculty members can examine and become better acquainted with their institution.“
. As a part of the study, a report is prepared. At the concltsion of the self-study,.?ii%l
;‘it;_a visiting committee reviews the report and visits the institution. / i . '}f“;m;fsi%a?;i
In conducting a self-study, there should be an extensive involvement of all‘_%fzgli;;
ai‘\rﬂ“itaculty members and administrators. ’ o N PSR
| The self-study is to be comprehensive. It should be an effort to examine ”:fitfbili
-v$;”*the past and the present in resources, faculty, students, nd programs in tarms e
‘ of stated purposes and obJectiVes. This is far more penetrating than a self-study
\"?‘_which merely gathers information. In this same searching way, it seeks to deter- ;gb:i
;_.mine how the institution may achieve its role more effectively through its N

~~resources,~facu1ty, students, and programs.

y o ; ) . . Lo

ki“hfi;,:why Make a Self-Study? . k o - B 3 vaffphiﬁxh”gféiii};;i
| Ihe essential purpose of the self-study is to improve the educational)effoc~ 7???‘{2
tiveness of the institution. The very process of self-study, provided there is "t;f;f{5g
good involvement of faculty, administrators, and board members, is a type of -

professional and institutional improvement. The purpose of the institution and

the most effective methods to be used to accomplish the purpose become clear to j“}fff},,

b . 1‘  ) -2-’-
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all concerned.

The self-study permits the people involved in the study to become

sensitive to the strengths and weaknesses of thé institution and to make plans £or

correcting the limitations.

Accrediting agencies require institutional self-studies. Thus, the process

of self-study will help to prepare the institutions for possible-accreditation.

The purpose in outlining the following procedures is to provide inetitutione

with the steps to be foilowed in conducting self-otudies. The implementation of

o stendards.;

4

‘.l-o.

o2,

4,

'isnmya:”.

The institution should secure appyoval from its board of trustees to »f:iffT?f

conduct atself-study.

The Director of the Department of Community Colleges should be notiried';i;dfiyé

‘of the beginning date.

these procedures will enable the institution to asses: (mcasure) its educational
flprograms to determine Whether _they fall below, conform to, or exceed approved
The Director and professional staff of the Department ef Community

')Colleges etands ready to be of service to any institution as it conducts a self- L

The Director will appoint a professional staff member to make available

while the institution is conducting the study. Prior to the completion :‘

of the self-study, the Director, in consultation with the president of =~ . i

to the institution the resources of the Department of Community Colleges |

Mthe institution, will appoint the chairman of the visiting committee. ;f*f" {4

The committee chairman and the Director will appoint other'members of

the visiting committee. The visiting committee should be appointed at

least three months prior to the dates set for the‘visit. § ‘- : : %‘f

Each institution should appoint & steering committee with representatives : *jf

from the administration and faculty.

-3a
° ¥

.

.

This committee should have responoi- nti




_eheuldvhave over-all supervision of the study and respensibiljty,fer“'
" will be a werking committee, meefing frequently and making Hecisiene;

l’therefore, it sheuld be smsll, censisting of three to five members.

"4. lThe chairman of the steering committee should arrange fer the

b}i'The steering committee sheuld set up a time schedule fer‘

5.

~et the beginning ¢f the self-study, with full invelvement of ell persennel

Ellity of .explaining the study, 1ts;purpcselend'precedu:ee; to the

faculty, administfative officers, and board of trustees. The conmittee

v

' 6rgenizing the meteriegginte a coherent repert.> The steering cemmistee ff:f"f

;

_appointuent of appropriate committees to cover each aspect of the o
"study as outlined in the "Content of the Self-Study." The chairmen
may also arrange for the appointment of necessary eubcemmittees 1n
divisiors se that all areas of the institution may be evaluated.. a T
- Committee organization may include an editorial committee to prepare 'ﬁ@_‘"
-the final self-study repert which sheuld be a nertetive, unified '
'documant. : , . n

(e) Gethering preliminary infermetien and meterial,)~4i R
. (b) R38013r meetings ef the committees fer the discussion cf findings,

(e) Reperting querterly to the Director of the Depertment ef Cemmunity
" Colleges on the progress of the self-study, PR

, (d) The final organizing, editing, and repreducing of the repert C
" which must be in its final form with sufficient copies for dis- .. .3
. tribution to members of the visiting committee at least three i»{f%ﬂffi
weeks prior to the date set for the cemmittee visit. BRI

A wcrking definition of the purpose of the 1nst1tutien should be develeped .

" The self-study report should follow the outline of the "Centent of the Lyyff?y?

Self»Study." The report can be supported by the necessary charts, gtephs.“ﬂ_ .
and other illustrative material. Since the purpose ef the eelf-study 1s s
a critical analysis of the institution itself, there should be frenk
recognition of weaknesses and problems, with recemmendetiens for solutiens
to the preblems. The report should stress the criticel erees, unique }:LQ
programs, and facets of the institution which are of specisl 1nterest er‘
concern to the faculty, administretien, and geverning beerd The repert~:
will be considered confidential by the members of the vistting ccmmittee.

.4-
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,6: 1t is expected thet about one yesr will be required to complete the

"‘. institutional self-study Once the approximate cempletien dete of the
fstudy and report is determined, the president ef the institutien should
~netify the Director of the‘Depertment ef Community Colleges of suggested

"detes for the vieiting eemmittee to visit the institution. At leest tWe

’::Ldsys should be planned for the visit. The visiting committee will study dj

‘ xi}theiinstitutienel.etudy repert. It will visit in the insti tution suf-d"f E

’?;iftﬁsf: ;,::;ficiently to exemine it end identify its etrensths end weeknesses‘ It?igg[;”‘j
S v}will prepere a censttuctive written repert of its findings. A primeryf' ; L;

J-,ﬁ;: ‘function ef the Visiting committee will be to eveluete the institutien?jwj:iﬁaf
‘in terms of’its purposes and encourage the,institutien in loeking towerd i

f:better weys‘ef cerrying on the educetional process. The cemmittee will
'elso recemmend whether or not the institution should mske epplicetien fer

ﬁ eccreditatien by the Seuthern Associetien.o
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- They are intended to be provocative and should be answered where possible in

CONTENT OF ms SELE-STUDY

Although in the suggested outline for the contents of the etudy the menuel

lists meny questions, it is not suggested or expected that these can be answered

"yes" or "no" or that the self-study be limited to the scope of these questions.

i essay form.
The report of the study should contain a brief introduction which will inolude«/
a short historicel sketch of the institution. The sketch ohould give the neture C
of the institution s origin end development. It may also show detes of significent?;
chengeo in the history of the institution, as in curricula, type of control, type giffef
: of Student body, and scope of operation. | t - (
The introduction should describe the orgenizetional pattern end the various |
committees thet participeted in end contributed to the institution's self-study. R
The remeinder of the report would include the following espects of the LQ o
t::Linstitution | | |
| ”The Purpose of the Institution
B Organization and Administration
'Finencial Resources |
‘Educationel Program -
jFaculty
| Librar_y{ |
Student Personnel

Physical Plant |
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Deseribc the rele that the institutien fills 1n educetien. Give the effieial

;statement ef putpoee of the institutien., Illustrate the extent te which,the pur-

Describe the erigin and medificatiens of the statement of. putpese. Illustrate

n‘eatien, competition, and ceeperatien? ‘
Tor wbat extent de the 1nstitutiona1 publications, public relations media,

and day-by-day approaches to prespective students and the general public present

:;

‘”i a fair and accurate picture ef the role ef the 1nst1tution and 1ts facilities fer

.

fulfilling this rele? | 1‘1 = ‘vff,.~i \;s] "‘::7fiffiﬁ;”fi

N

In the study ef the purpose ef the institutien, what weaknesses have been

A




revealed in. the statement ahd what steps are boing,takenlte bring about the nec-

cessary changes? -
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‘;i study? e

e and his term of office. : B o - 7_ . e _‘

the contributions made by each committee since the board has been organized
Where are there weaknesses and where are there strengths in “the couittee organi- .' Pl “:‘
zation and in the performsnce of functions? ('Ihe board of trustees should deal 't

with these and other appropriate questions in this “ﬂiie“-) L f:i S R

o organized? How recently has the board studied and defined its responsibilities - :t ;’j,;,;j ‘\

reports direceiv to the board" How actively ‘has the boerd participated in the

1L ORGANIZATION AKD Apmnism'riou P A

What is the legal authorisetion of the institution? Does the legal authori-

| zation or document define the organization of the governing board (board of

trustees)? o - | - R o S
What is the legal name of the institution? Does this name reflect the over— ;wx i

all organization and scope of activities of the institution? 7

How is the board organized? Describe its structure, including its size. ' B
method of election, and length of tems In what official docu-ent are the
duties and responsibilities of the board defined? Are the powers of the govern-w:
ing board clarified wit:h respect to powere vested in otber agencies such as thg ', ‘.

e,»s

Department of Comnity Colleges? ,

Indicate the name of each trustee, his background, the appointins azcncy, S ‘.;_

List the cemittees of the board and indicate the function of each. Illustrate

, What msjor decisions have been nade by tbe goVerning board since it has been

and evaluated its contributions to the institution?e ls there a tendency for tbe , :

board to go beyond policy making and into’ administration of the institution? who DR

-

Are there any lay or professionsi groups, such as. advisory conmittees, which

describo the organization and function of each and evaluate its services to the

ins titution .




Chart in broad outline the institution's organization from the board of trus-
tees through faculty committees. The following detailed charts should be drawn
and cross reference made to them in other appropriate sections of the report'

a. Administrative Organization of the Faculty, giving details for each
department and division and showing the line of responsibility to the
president.

b. Administrative Organization for the Student Personnel Program, including
recruitment, admissions, counseling, health, student government, extra-

curricular activities; and housing.

c. The Administrative Organization for Finance, Business Management, and
Plant Operations.

Are there any extension units which are not organized within one of the
general patterns outlined above? If so, present snd evgluate.details'of-their
administrative organizaticns. 7 | | |

Describe the duties and responsibilities of each administfetive officet.:
Are these duties and responsibilities clearly defined, understood, and accepted

by the institution personnel? 1Is the institutional organization properly planned,

staffed,rand directed for cooperative decisions and pelicy making and for expedient -

executing of decisions and policies. Through what channels can students edd
faculty eipress themselves to the administration and make known their scggesticnsr
as to procedures and policies? | o

Do budgetary allotments, staff allocations, and the over-sll.organizstion of
the institution reflect emphasis on instructional, business, and student affairs
consonant with the aims and objectives of the institution?

Have the nonprofessional personnel, services, and facilities received prcper o
emphasis in the development of the total program of the institution? Are the
clerical, maintenance, and other services properly orgsnized, adequatelyAfinanced,
and efficiently operated? 1Is there a classification system for nonprcfessionalv
personnel in areas such as clerical services, plant operation and maintenance,
and auxiliary enterprises? What qualifications are required for nonprofessional

administrative and service personnel? What retirement provisions, insurance groups,

«-10-
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| and other benéfits‘are.available to the nenprefescional gteup?” How de,thipe come

1 -

Jﬁf ~ pare with these available to the professional peraennel?
What changes in administrative organization, procedureu, and paiicies are
suggested to bring together the human and ether reseutces and ceerdinate them

" more effectively te accemplish the aims and abjectives of the 1nst1tution?

'-.“
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II1I. EDUCATIONAL PROGRAM

:Agnission~

Discuss the relationship of the educational program to the purpese of the

institutien.’ Are the scope and variety of the educational pregram in keeping

. with the mission to which the institution is committed’ Are the admissien policy,.«”;:%‘

.zi'the degrees and diplomas offered, and the courses and methods of instruction :, t
designed to enable the institution te achieve the objectives of the purpose?

Does the educational program coordinate the diverse programs, yet permit each
’,program to operate in a manner suited to aehieving 1ts individual aims° Describei:fn‘
‘<1the prscedure used in determining the inclusion of noncollegiate or "specialized :'T
| ieducation" curricula in the total pregram. |

- Describe the centrol and administration of admissions in each program of
:f'ji'the institution. Do the admissions policies reflect the educational program? -:::‘}n
- How are policies and procedures coordinated through the institution’ | ;
Is the admission policy clearly stated in published material? - Hew was it ':'jﬁ'fﬁié
established and how could it be changed? Describe briefly the underlying prin-
-;i:ciples on which it is based. Has it proved ta be effective in admitting students . ‘:ffj
‘who can benefit from the educational Program? Are revisions needed? What msdi~
’_lgfications, if any, are projected for the future? |
Discuss in detail the procedure ‘for admission. Is the same pzocedure required ,lfii
" of all studentsl How are exceptions to policy made? In general, what exceptionsv
haue been made in recent years and how . have the students fasc ’ who were admitted
under these conditions? Describe in detail the procedure for admission into non- -

collegiate or "specialized education" programs. Describe any policies governing

early admission or advanced standing for freshmen and evaluate the success or
;g" ‘ failure of these. If studies have been made to correlate secondary school grades
and entrance test scores with college grades, how have the results of these been

% . used? How are the secondary school record and test scores used in guidance and

- placement?
: -12-




}~‘sv:an increase or. decrease in future years?

Describe and evaluate the acadenmic orientationlprogrmm for new students at
- all levels. What procedures are followed to provide continuing guidance and

= 'counseling#-academic and vocational? | | 1 Al | |

o Do the enrollment statistics indicate any trend with which the institution

is concerned? Is the enrollment stabilized or does the institution anticipate

Describe the recruitment -program. What personnel are used and what material

L ﬁh:is sent prospective students? Who administers the program of scholarships and

: ’5;f~1Curriculum

l;, areas of responsibility assumed by the governing board and by the faculty. Illus-

‘7‘,,tnate how changes are made. | - "; s f@ l;f“

| ’financial aid for nev students? What procedures are followed in detenmining the j;ﬁﬁﬁ:i
eeds and merits of applicants? Does the institution anticipate a greater need B
_Jw for financial aid in the future and what plens have been developed to~mmet this
5t need? A’ | | | BRI
If the institution adrits students from foreign countries, What process is#
foilowed in evaluating their previous educational experience? How does the o
o institution determine whether or not the foreign student can communicate adequatelyf;zf??

in the English language? Are speciel guidance and counseling provided? .

P ez

Describe the process by which the curricula are admin‘stered; indicating the ijﬁgifg

- [ T |

Examine in detail the scope of the curriculum in connection with the purpose‘m,r‘
_and the resources of the institution. Are the technical progrwms or noncollegiate

: vocational programs clearly identified as "specialized education“ in all publica- fn” ;;i

tions describing these programs? Are there degree or diploma curricula which R ‘*

should be eliminated or added? What atudies have been mede in recent yoers to ,fﬁ’ffﬁffj

evaluate the curricula in terms of the institutional purpose? ~What have been the fﬁ?“:tf

conclusions of the studies and how have they been used? What changes have been :

made in the last five years and what future chenges are anticipated? In making

-13-




d hanges and developing new programs, what studies are made to determine the need?

Describe all general education requirements and indicate how the present :

- program evolved. Give any tangible evidence of the effectiveness of this program.'”
uHas the opinion of the faculty and students been sought and utilized? What con-
'lz.‘tinuing evaluation is planned° |

Are curricula in “specialized education" designed and offered to fulfill the-" .

A'”Ci?_fin a particular occupation or cluster of ezcupa. ions at a specifi» level? HOW

‘:fxﬂliin major areas? Is there room in each program for electives? Is the system of ‘

MO g TR T RN LT SRR

D e N Y

;”‘ are new curricula or offerings brought into the program of tbe institution?

;both?

Comment briefly en the major fields of concentration in each curriculum. ,T:A}fs?
‘;: 1‘In relation to the enrollment and resources of the institution, is there a need

““i~:;‘;to expand or contract these? What efforts are made to avoid undue proliferation

;:‘Zi prerequisites for advanced courses clearly stated and consistently'enforced?

Does the institution record and file class enrollments for all noncollegiate l}

;‘f :»records or transcripts?

i

What provisions are made for especially gifted students? Describe the ‘

:'l Indicate the number'of students and faculty iRVolved in. these programs. If students
of limited ability or with deficiencies are admitted, what programs are provided r.}ff

o for them? How effective are these programs for the exceptionally gifted or the

below average group? Does the institution anticipate a need to expend either or

«««««

Describe the policy of academic probation‘and dismissal. How and by whom

statistics in this area indicate a need for change in the admission or grading

policies? Examine the grade distribution in all programs for several years. Ars e

"”it: fobjectives of ‘providing skills, knowledge, or vnderstsnding needed for-employment;ulfﬁffi

.mi,.iref course offerinSS? What limitations are placed upen the number‘of heurs required |

"”3 ‘ courses and programs? How are "Specialized education" courses identified on student gﬁ?

: i,~methods used to encourage students to undertake honors work or independent study. ,.,}}f

is it administered? Describe the procedure for readmission. Does a study of the ,itaigxg




there problems here that need attention?
B Describe the efforts that have been made to evsluate the effectfveness of
instruction at various levels. Have objective tests been used, and, if so, how
- have the results been used? What efforts have been made to focus faculty and |
‘ student attention'on this matter? What evidence is available to show how student™
o achievement‘compares with.that in similar institutions? |
Comment on any studies that have been made to determine the rclationship
between class size and effectiVeness of instruction. Do the results indicate any
'future pattern for the size of classes? What devices and procedures are used in
_ -very large classes to make instruction more effective? Evaluate the effectiveness f
‘of closed circuit television, recorded lectures, and other- electronic devices |
where these haVe been used, What methods of instruction seem to hold ptomise £or
the future?' i | ) ‘ ' :
| Has the institutien ceme to any conclusion concerning the relationship‘ |
between teaching loads and the effectiveness of instruction? What types of assis-*=i;1€%i
tance are most helpful to instructers with unusually heavy loads? What‘methods e
are used to encourage the instructer to give a variety of types of exeminations? f:;iwf
What tangible evidence is awailable to. show that the institution is creating ;‘ialﬂk
a learning atmosphere on the campus? What extracurricular activities are used tof_ilft';

enhance the instructional program? Are books for recreational reading available f :

in the library and bookstore and do. students make use of these? What percentage"*vg
of graduates go on to senior .colleges or accept employment in their major field

‘fj "~ of study? What does a study of their records indicate? Comment on the number of?fi;‘ ?:

students who have in recent years received fellowships oy scholsrships for con-

tinued study, and/er advancement in positicns of employment. o

- What studies have been made of graduates and vhat do these studies indicate f‘:"} :

about the effectiveness of instruction in the institution?




'1V.. FINANCIAL nEsouRcEsp'

. The institution should determine the relationship between its financiai
resources and the quality of its instructional and service progrsms. Chart the -
fiamount and the percentage of the total of the various items of income for the ’
"b.lﬂ;past three years. o B |
S Using the above chart as a bssis for study, draw conclusions in regard to R
‘the stability of various sources of income and trends in appropriations from

o
R

. ‘ﬂQ,State or local governmental agencies.

Describe the nature and smount of the present indebtedness, if eny, end
‘,:“Tf.;describe provisions for its amortization. S _F i' '.'xig“f ;‘}~ '"fg};féiiﬁ{f
Ewaluate the organizetional plan of the business office and for the edminis- :ﬁ;ffgf

/*1,‘/tration of financial resources. Are all business and ﬁinancial functions of the ;Qiiiié

,:{institution centralized under a business office responsible to the president° ;"5175533551
-Who. has the responsibility for the following functions and why are the ;“”f(

'T,f’ responsibilities 80 assigned”---preperation of the institutional budget' control

o of the budget' accounting and financial reporting, peration and naintenance of
‘.physical plant; purchasing, inventery control, financial management of auxiliary
:enterprises, receipt, custody, and disbursement of funds, internal auditing. j"huyuﬁ"

Is there a thorough understanding that the purpose of the business office is

w.,.,...-w 3 - N
AR H Iy e il N »

: ;, to serve the institution and assist in the furtherence of its educational program?

Balance sheets for at least the past three years should be available. , g;jif,f‘?ﬁif
Chai* the amount and the percentage of the total of the various classification:

-

iof‘instructional services for the past three ysar..‘ Relete this to student contact . :

 hours tasgat. o | B

- T
o v
L '

Chert the number of employees for the past three yosrs for such cstegories
as principal administrative, teaching staff, other administrative and clerical,

 and custoedial and maintenance.

I VOO

g s

On the basis of the above information, do the educational eipbnditure patterﬁ§¢}§f~
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_ carry out the purpose and objectives of the institution? Do'the educational

expenditure patterns indicate the proper balance between the various‘functions? .

‘Are there curricula or programs which are: inefficient?

Describe budget making procedures from the departmental level through the
governing board. Consider particularly the role of the department heads,
directors and/or'deans, the business officer, and\the president. Is the’budget '

making accompanied by educational planning? Who is the chief advisor to ‘the

- president in the financial determination of budgetary allocations? Is the budget ‘fff’“:

review by the governing beard limited to matters of broad policy and not details? jf"j

Are the forms for budget preparation prepared in the business office? Are all

uwmbers of the administrative and teaching staffs kept informed as to the financialff[;ﬁf

status of the institution?

Describe in detail any contxol which a State or local governmental‘agency o
has over the financial affairs of the institution after the funds have been ~1;
appropriated. Are the appropriations :ump sum or line item? Do State or local
government personnel policies apply to institutional personne19_ Evaluate and |
point out any strengths as well as weaknesses concerning external control.

Does the accounting system follow the generally accepted principles of

institutional accounting as specified by the Controller of the State Board of |

_.Education? Is there an annual financial report? Are periodic written financial

reports presented to the president and to the governing board? Is an annual audit:tjﬁirg

made by independent compptent accountants or agencies? Is there a well organized v
program of internal audit and control? | |

Are there suitable organization and adequate procedures for the managementw
of all funds belonging to or owed to the institution? 1s there centralized |

cashiering? Is there a carefully worked out system for the receipt, deposit, and:h‘tx

safeguarding of institutional funds? Are all persons handling institutional fundt}‘ﬁ‘ :

bonded?
Describe and evaluate the purchasing procedures. Describe;and‘evaluate the——f;

-17-
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library supplies and office uupplies.

1n physical plant for the past three years.

N

 ;increase of capital reSources.

Tb assist ether committees in the selfnstudy, chatt tha gréwth iﬂ 1nvactment

e

Describe plans which have been made for guidéd developmant of the financial
These plans sheuld include specific projectians ef tncoma from each

f@sources.d
source, projections of expenditures in thé major cuctgorids. tnd plans for the
Such plant and projtctionn chould bé related to
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"‘ activity, and evidence of instructional effectiveness.

V. -FACULTY

Describe the procedure for recruitment and appointment of faculty. How and

training, practical experience, and teaching experience, Are the qualifications

?iaf; and piocedures for the appointment of full-time and part-time faculty members the

Ay same? Project the needs for faculty in the next five yeara and the necelaary

ﬁ?ff salaries to attract and hold a faculty that is competent to carry out the inati-

tutional objectives. Does the institution expect to have the resources in the

SN years ahead ‘to meet these needs?

?i‘;ng conduct the bu31ness of the faculty and provide two-way channels of communication |
] _ among the various faculty groups and between the faculty and administration? Are ’
J f"j the responsibilities and jurisdiction of the faculty clearly defined and undereré

o ~stood by the governing board, the administration, and the faculty? Is there

_T evidence that the faculty accepts these areas of jursidiction and is actively

discharging its responsibilities? Are changes in organization needed now and in

“f?f the future as the institution develops?

" training, experience, age, length of service at the institution, profesaional_- .

-

What encouragement and financial assistance is the institution giving to

faculty? Are members of the faculty encouraged and assisted financially to attend

study? 1Is faculty strength evenly distributed among departments or are there

-19-

by Whom are candidates sought and appointed? Discuss the qualificationa required ;

' of instructors for trade, tecnnical, and collegiate levels, emphasizing academic _‘H

Discuss the.organization of the faculty. 1s this'organization adequate to B

study? What evidence is available to show continuing professional growth of the A
the meetings of professional organizations? Are leaves of absence granted fer ,

obvious weaknesses? What plans are there for remedying these? Are the training

Prepare an analysis of the faculty, including earned degrees and specialiaed ,;J3f E

_ members of the faculty to continue their professional development and graduate - frrﬁ‘i




ﬁ ”;_and competence of the faculty adequate to achieve the purpose of the institution?

‘,‘tution can maintain a faculty of the quality it needs?

; e m].SSing faculty under tenure. How many such dismissals have been made in the C

' gfr'factory? What evidence is there that the faculty has studied and accepted the

Discuss in detail faculty salaries. What fringe benefits such as insurance,
..=4retirement, local supplement, and housing are provided? A chronélogical history
-of faculty salaries and fringe benefits should be developed. What trends are

1’krevealed, and what does this indicate for the future? Describe the policies ﬂ

Tilgoverning promotions and individual increases in salary. How does ‘the tOt&l

?:fi;:‘lfinancial compensation of the faculty compare with that in the institutiens with ‘}f;;;'/

5ﬁ:,,7iza similar purpese? Dees this comparison give reasonable assurance that the insti- 31?;;7

What is the policy governing tenure? 1s this clearly uncerstoed by the

faculty and.the governing board? 1s it published? Describe the procedure and

! f the governing board? Is it published? Describe the procedure followed in dis-ig»??fggf{

,-‘1ast five years? What recourse does the faculty have? What statEment or state-vjf '?“‘!

" ments of academic freedom have been adopted by the governing board? What prob--
: lems have arisen in this area? Does the faculty feel that the policy is satis- :;
professional and ethical responsibilities that accompany academic freedom?

What is the normal teaching lcad and on what basis are exceptions made?':rv :

Is the policy the same in all units of the institution? Are teaching loads cal- {;?;;ZSE

‘culated on the basis of the number of credit hours taught, the number of contact |

.hours, the type and level of instruction, the number of students or a combinationgiif::'i

of twe or more of these factors? 1Is the number of different preparations con-"

sidered? Are laboratory or shop class preparations considered? Are the duties ;ifﬂii‘L:

of department heads taken into consideration in assigning teaching loads? What

weight is given to other assigned duties? How are night assignments and extra lj~;; ‘

loads handled? What weight is given to committee assignments andrthe directing"

of indépendent study? What policies govern the outside,employmentzof‘faculty’as-}ft: f}}

consultants, lecturers, etc? What goals has the imstitution set for teaching .
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loads in the future, and what steps are being taken to achieve these?
What recognition is given for competence in teaching? What steps are taken
to acquaint new instructers with the institution and the nature of their assign-

ment? What provisions are made for in-service training programs and/or workshops? -

A What provisions are made for supervised internsﬁips of new instrhctors_and guided ;A.f*

N SuPQrVisiop of all instructors? ' ' . - :f.{ 1

j B In evaiugting faculty members, what criteria are used? Are these uﬁdersteogi\*
| énd accepted by the faculﬁy? How are these applied and by whom? Whét‘évidence
is there‘to show that the institution is seriously and activel& concerned with
improving the over-all effectiveness of the faculty? 'Dé facultyoffiées, class-

rooms, general working conditions, and faculty morale reflect this concern? S
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VI LIBRARY,“

r,_‘ L

Describe the philosephy of the librrry and its role, functisn, end services ‘. S i

in relation to the total school philesophy. 'l‘o what extent do 1ibrery policies -

,_ . N

refleot and implement the phi losophies of the library end the schoo].? By when i ’.“;

‘are these policies determined? ~ e | “ o f T .'l_:-.';‘ui;;;' .'.,'Zif:fér ‘

Describe the library staff, its ergenization, the training snd experience = w ;'j*-

of each memher.i Is each professional staff menber accerded the status appropriate

to b ‘qualifications and p““““‘? H°" d°“ the 1ibrary Staff participat.e in R ‘".

curriculum development and faculty planning, 80 that anticipated instructional

needs may be met? Does ‘the faculty and e.dministrative evaluation of the librsry

staff show that it is efficient and effective? List ane evaluete all responsi- 8 '

bilities of the 1ibrary beyond the receiving and distributing of librery books

and periodicals, such as audiovisual, television, progremed instruction or :

’ library orientation activities. Describe the library adv(sory comittee end

list its duties, organizetion, and membership. Does it represent sll curricula,

including trade, vocational-technicel, a..ademic and other "specielized education?" tl

How does the beok, periodical, and non-book materials collection reflect,

~ __".‘—J‘

~support, and stimulate the purpose and educetional tasks of the institution"

What is the faculty and student evaluation of the library, including its strengths,

needs, services, and holding’ Describe the procedure used by feculty for request- Y

"ing materials. Describe the procedures used by the librerians for acquisitioning

-~ .(a\

and updating mterials and for discerding holdings.

How adequately does the "library aid teechers,‘ students; end 'ia'dninistra;tion‘v =::' )y J

in selecting, producing and using materiels and essociated equipment effectively?
To what extent are faculty, students, and administration kept infor-ned of mterielr
and services of the library? How does the library cooperete with existing libreries

to provide community-wide services?

Describe the basis on which funds are allqcated for the besinbook cellectien,

Y N .
[ T T oW




periodlcals, general references,'speczalvcellectlone, and non-book materrals. ;’::
,’Are all. phases of instructien covered, 1nc1uding trade, technlcal and academlc,glé
.hAand other "specmalized educatlon?" Chart llbrary expendltures for the past |
several yeers, Pro ect antmcmpated expendltures fer the next ‘ten years in
terms of possible increases or decreases in the gourses nt etudy, changes
Aln faculty, changes in enrollment, and changes in 11brary service. What
qipercentage of the educatzonel and 5eneral budgets has been allecated to
llbrary erpendlturee in the 1ast three years? - |

What is the evaluetlon of faculty, edmlnlstration, and 11brar1ans of
the faculty and student use of the 1ibrary? What is the evaluatlon of
'members of the 41brary staff of their effectiveness, their weaknesses,
and t the further contrlbutlons they may make to the educat;onal program? |
i Has any recent study been made of the circulatlen of materials in the
llbrary toxahow changes or trends in usage.
| Descrlbe the adequacy of all library facilities in terms ef rela-‘
- tlonship between space and functlon. .If the institution has 11brary 5:;f1
serv1ces or resource mater;ala handled in other departments, comment on :%
their eentrol, thexr quality, and thelr serv1ces.

Descrlbe plens for 1mprevement and modlfmcatlon of exmstlng serv1cee:‘4;
| and expan51en of servzcea in the llght of antlclpated growth. What pro-
visions are made tor incerporating 1nnovat10ns in future llbrary functlons’;§3:

~ and expansion,

=23




VII. STUDENT P_sksoum

Is the same procedure required

Discuss in detail the procedure for admission.

N ~ of all students? How are exceptions to policy made? In general, what exceptions
have been made in recent years, and how have the students fared who ‘were admitted
L t\awlnunder these conditions? Describe any policies governing early admission or advanced
standing for freshmen and evaluate the success or failure of these. 1£ studies
‘have been made to correlate secondary school grades and entrance test scores with / ,fﬁf?
‘: :institution grades, how have the results of thesc been used? | | s
| Describe and evaluate the orientation progrmm for naw students at all 1evels.;uiiﬂ";
What procedures are followed to proV1de continuing guidance and‘counse,.ngff-_ o
academic and vocational? | ' .“ N 5Jd }i*'wfu,f“;;”'?;tif‘is'
What are the objectives of the student peraonnel program, and how are these e
related to the purpose of the institution? Describe the organizational framework ;{ii;§;
 for the administration and coordination of the student personnel program.‘ Is this;fiw'?f
staff adequate to provide the necessary services to each student? What emphasis ”‘" '

does the institution place upon a continuing concern for the total welfare of ~"

‘each student? How is this emphasis reflected in the administrative organization‘, e
~ for personnel work, the financial support for regular and special services, and
physical facilities, special services and student activities? It is recognized, :;;?;'ff
of course, that the organization and obligation of the student parsonnel program ‘~1:";f;
will vary according to the nature of the institution and the composition of the ;’; ks
student body. - , L | o | v
Describe in general terms the types of information available concerning each;;%*h?‘
student at the time of entrance, such as scholastic records, medical reports,':
personal recommendations, test scores, educational background,‘job experience,
physical characteristics, and desired program. !‘ :

Describe the testing program of the institution and outline;thehtypes,of ’“f}js"ﬂli




! information, in addition to the academic racords, which are assembled on each

student at various stages in hisg career.' Where are these Various records kept?

How are they collated or coordinated for use in counseling and guidance?

Review and evaluate the institution 8 method of keeping records, of pro-

tecting records, and coordinating the use of records between offices.‘ What

‘77 changes in record keeping and use of records are suggested as a result of this

e R

evaluation?

What is the purpose of the orientstion program, and how effective is the

;‘fif current program in fulfilling this purpose? Have the students and faculty been ];jﬁﬁf;g

consulted in this evahuation, and if 80, what recommendations have they made for "jiéq

improvements’

Describe and evaluate the counseling system and guidance services. To what

*a;;i} extent are counseling and guidance provided for educational, vocational, personal,

social, religious needs, and student housingv Does the institution have an in»ﬁf‘”'yh

service training p*ogram for faculty members who are used in counseling and

| gJidance° How is the over-all program coordinated°

Describe the provisions for health services, medical care, and safety. Arefff:fif'f

,.(fi they adequate for present and future needs? Explain the coordination between iiﬁﬂ7f7§::

this area and the counseling and guidance system.

,,,,,,,

What are the institution s policies with regard to employment of students

b

while attending the institution’ Are there regulations which control the time

;HC spent in such employment?

AL

Describe the administrative organization in effect for extracurricular o ff;;ni};ﬁ'

3

3,
.
.
3

| :_ activities, showing in each area the extent of faculty supervision or sponsorship

and specific personnel in charge of the total extracurricular program and of

Sy SRR TR RN Y, AL
A = N
. '

’ each phase of this program. Are students and faculty satisfied with this organi- : |

AT Ty A

>

fifj zation?
Are there academic restrictions or minimums of achievement required for ‘
N participation in extracurricular activities? If so, describe.,j‘;gff
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What control does the institution or the fsculty exercise over social organi~“ﬂ'v,¢f

~ zations? s it possible for student orgenizstions end clubs to—be organized and
to function without the knowledge and spprovel of the institution? | |

Evaluate the existing social organizstions snd extracurricular activities in ,,‘}[—
terms of satisfying the needs of‘the students. A' -

Are there any student erganizations which are not in accord with the purposes:mfifi‘
'and objecttves of the institution? tht stsps may be tsken to eliminate unneces- fe
ix ssry or undesirsble organizations? | )

- 1If student government exists, outline the orgsnizstion, showing ell represene 3iguf“;
tation held by groups on the campus and £sculty snd administrative supervision or :i:;?;ii
~spensorship. Describe the powers of student governnsnta How effective is it withbiizéegi
the students? 1Is it accepted and supported by the faculty and a&ministration’ ,,;iﬁe5f%if

Describe and evsluate the fscilities fdr end the supervision of student
housing and food services. | ' | | |
Describe the organization of and fsculty pstticipation in the scholership
and loan programs. Does the prograin satisfy the needs and purposes of the school’isff}ﬁiy
Chart the growth or changes in the seholsrship and losn progrwm.snd project the R
needs and changes in the progtam. Show the sourCes of scholarship funds, such as i;?é}ﬂ;
gifts, endowment. | - |
Evaluate the student'emplo&ment and graduste placement offices inicost; .
organization, effectiveness;‘andifollowhup of graduetes‘snd hou it reflects?thef\
'purpose of the institution. ‘ ‘ .
Deéscribe any resesrch projects undsrtsken by the instituts*s or by individualffffii?
faculty or staff members, concerning the student personnel P zam or using ‘
student personrel data in examining related probless. Have any studies been made hxfluji
to determine the characteristics of the student body? |
Do students or student committees participste in the formulating of institue ;ff‘ﬁ}i

tional policy decisions or in suggesting changee or modifications? If so, Whet ;“ 'Q:}

are the procedures?
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Whet plens have been de*veleped te eneble the student pereennel progrem te |
{??meet anticipa.ted changes in the neture end ci.ze ef the atudent bedy end the edu-

g cationel progrem?

i Is there an adequate budget fer the elumni pz‘egrm and hew is it. finenced?
Are the headquarters end faci Iities fer elumi Werk :l.n keeping with the jeb te be ;
dene? Is there a.n adequate end cempetent euff ’ end ie effective l.iaisen mein» :—

‘/'"’""\tained with the efficee of public reletune end qu ra.is:lng? 13 effective

Are epeciel seminars organized and neinteined fet el.umni? Whet :ls the neture

, ef the pregreme et theee eeminere? Deecri.be eny ether speciel feetures ef the.

RiARe

alumni program. S [ S ol o
: Is there an annuel giving pregram? '.l‘e whet extent heve the. elumi centr1~ 3

b“ted to this or 31“‘11&1‘ pregreme, er speeiel fund drivee, during the pest fow

L years? CrelL ' o o
Whet changes are indicated as apprepriete fer a mre effective elunmi pre- ’
gram and for mote effective partieipetion of alumni in the censtructive 1mpreve~ ' f_ﬁfff
ment ef the institution? o

e Describe the preceduree used in student precurenent. I;)‘eserib'eg the Pf?:?‘:a@}”ésf;vf:‘ilf'-"fﬁv-"f*:f""

3 used ‘in the registratien of students. T
To what extent does the student persennel effice pertic:’.pate 1n the planni.ng

and executien of cemencement eetivitiee?

S

o

e o N
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VIII. PHYSICAL PLANT -- SITE, BUILDINGS AND EQUIPMENT ,

The physical facilities should be studied in relation to the total program
of the institution. In what ways have the size of the student body, housing
needs, scope of the educational program, and institutional and community services
influenced the development of the master plan of the campus? |

What appraisal has been made of the age, general condition, needed‘renova-.

tions, and adaptability for present use of the building(s)’ What restrictions

 _on the institution s present program are due to the lack of physical facilities°

What efforts have been made to overcome or eliminate these restrictions’ What ?

space utilization studies have been made? Upon What studies were any present
plans for the renovation, remodeling, or expansion of facilities determined° .
What provisions have been made for the prevention of fire and the elimination of

safety hazards for plant and site? What provisions have been made for storage o

of volatile chemicals or other hazardous items? What Provisions are provided,~[_\fi’ii'f
-for removal of hazardous fumes? Is adequate provision made for year-round,

thermo-control of the plant? 1s the physical plant adequate to facilitate the : f in

institution § purposes and programs’
Is there an adequate master campus development plan? 1s the planfbeing’—
implemented? Does the campus development plan provide for zoning of campus into

quiet and noisy areas and zening in such a way that the campus meets both useful;

and aesthetic criteria? Is there an adegquate landscaping plan? How is‘the‘plénﬁ\:*" =

being implemented? 1Is the site easily accessible to the students of the areaé“‘A
Is there sufficient area available for expansion? Is there sufficient space for }‘”
student and faculty parking? 1s the parking space adequately paved and marked
and well lighted? 1Is the traffic on tb~ campus controlled? Are adequate pro-
visions made for the safety of pedestrians on the campus? Are there safety
hazards in entering or leaving main highways adjoining the campus? Are therel

recreational facilities available? Are utilities (such as water, sewage,

-28-
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%tt ‘.telectricity, and heat) adequate for existing building or buildings? Did the
’ :initial plan provide for the expansion of utilities in terms of the projected
}needs of the institution? | ’
Is existing equipment adequate to effectively carry on high‘quality instruc-
| T_tion? 1f not, what inadequacies exist in equipment? How has the equipment been
selected° what plan exists for maintenance and inventory of the equipment? What
plan exists for requisition of new equipment? What plan exists for replacement
Aof obsolete equipment? what plan exists for identification of hazardous equip-
ment? What equipment is on hand which is not used effectively or economically°
"What provisions are provided for reporting of unneeded equipment? Is adequate j?>::“;;

. storage for various types of equipment provided? What insurance,coverage is

i:\provided on the plant and equipment?

S KR

Delineate the responsibilities for the maintenance and housekeeping program T
B of building and grounds? What in-service programs are provided for this staff? -

Do studies of costs of labor, supplies and materials show efficiency of operation,sjfl{{é

or do they possibly show a disproportionate amount of the budget utilized for these"§ff5f
. purposes in cOmparison with the available data from other similar institutions?

3 : _’; What are the future projections of costs and staff for this program? What is

Sria 2 et

the opinion of the staff and student body as to the adequacy of the present pro,‘ e

.-gram of maintenance and housekeeping?
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AI’PENDICES I-11 - 111
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Appendices I, II, end I11 (peges i-iii) are forms for reporting enrellment,
faculty, and librery informetion. 1t is expected that all institutions complet~
ing & self-study will fill in these forme to be held for examination by the

k visiting committee. Immedietely efter the committee vieit, the completed report )
= ‘ ;forms should be forwarded to the Depertment of Community Colleges. “ B
Institutions eeeklng eccredltetion by the Southern Associetion of Colleges
.and Schools w111 complete additionel forms, dealing with Stendard Four - Finenciel
5’j Resources, as found in Appendix II, Menuel for the Institutional Sel£~Studz and
Periodic _ig;~_gion Progr Commission on Colleges, Southern Aseocietion of

*'Colleges and Schools, Atlanta, Georgie, 1963.
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Sl : ENROLLMENT INFORMATION FOR _ (YEAR)

Neme of Institutien

;:«AIQ The institutien eperates on the semester quarter system, TR
e :kl'ﬁ",—""; (t}heck onee) 4 - Ce . . o ;., . N h? . ' I

;@;ﬁll@E,Cemputing Enrollment: | ‘
: Give the eqpivalent full-time enrollment at the close of registret;on fer the
. fall semester or quarter. In the case of extension students, give the FIE
. enrollment at the close of the fall quarter or first semester. .
Ehll-‘l‘ime sv;udenta,

. Total the number of students cerrying a leed of
twelve or more credit heurs. :

"Cellege'ihtgllelé"',

g Teehnleil"_;‘
Vocatiensl .
:;ijff' 'BuﬂfPart~T1me Students. . _ i . "

;fiéy;;)'.: Tbtal the loeds of part-time students and divide
Eﬂfg£f ’ this total by twelve credit hours.

§§;fi' S ,-’:f~; o ‘ , College Parallel
| Technical ;
Vecatienal )

C.. Extension Students:
(Include General Adult)

[PE

R This is the sum total of all contagt hour enrollments
s for the fall quarter divided by 176, This is based
e upon an average student contact hour lead of 16 heurs o
‘per week. : : : Sl




APPENDIX 11
Standard Five -'fZCULTé, L
P Academic Preparation ‘of iculty
Community Colleges, Technical Institutes, and Industrial Education Centers

(Faculty statistics should be reported for
the fall semecter or quarter.)

5 Nane okanstitution

Tf}Iyl Full Time Teaching Faculty

A. 'What is- considered to be a full teaching load in .
_credit hours.at the institution? ‘

B. Total nudber of full-time teaching faculty
C. .Number with three or more years of graduate training.

'}D. ‘Number with Ewo but less than three years of graduate
';training. : ‘ : _ ‘ I
- gw”«lg"ﬁ.,;Number with master's degree but less than two years
S of graduate training.

:'r'F.n-Number with less than a master's degree. -
" (Attach for each case evidence of professional
A competency in the area of specializatiom, ).

. G. ;Number with less than the bachelorts degree.
‘(Attach for each case evidence of: professional
: competency in the area of specialization%J ‘

-'A'II.:_Part-Time Faculty and Administrators Who Teacb

Years of Graduate or No. Employed on ~ No.: on Less than,j'”
‘Specjalized Training Half-TimefBasis‘ _ ' jﬂaif-Time"

_Three or wmore years ~
. Two but less than three

years
Master's degree. but less

. than two vears

'~ Less than master's degree

1 .. ﬁ.

. _Less than bachelor's degree ‘

\ ;Iil..,List by name all faculty members who are not teaching in their field of
' specialization. S

ii




'

'A;_ Number of librarians holding graduate %
“.“"library degrees N SRR

D .Periedicals

g

’F;i Sbecial services 6r materials such dé ' L L
uaudiofvisual aids :a

. R .’(- _‘.- i . .




